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Introduction

This guide is intended for all users of the School Infrastructure Database (SID). The SID Data Field
Descriptions and any addenda posted to the SID Web page should be used with this User's Guide. This
guide explains the process of using the SID Application, as well as how to properly enter and submit data
via the SID Online Application and/or the bulk upload process.

General Information

What Data Are Entered Into the SID?

Data submitted by school districts via the School Infrastructure Database include information about safety
practices and incidences of crime in public schools, dual enrollment and instructional computers.

When Are the SID Data Due?

Your district's SID submission is due to CEPI by June 30, 2012. Due to June 30 falling on a weekend, the
SID will remain open until 11:59 p.m. on Monday, July 2, 2012.

Application Startup and Security

Authorized User — Your MEIS Account

The SID Application is available to authorized users only. To become a SID authorized user, you must
first obtain an MEIS account. If you do not have an MEIS account, go to the MEIS website at
https://cepi.state.mi.us/MEISPublic. You may use the same MEIS account number for all MEIS
applications. A separate security agreement is required for each MEIS application.

Questions concerning your MEIS account and CEPI Applications can be directed to CEPI customer
support at 517-335-0505, option 3 or via e-mail at CEPI@michigan.gov.

Create your MEIS Account

To create your MEIS account number and password, go to the MEIS website at:
https://cepi.state.mi.us/MEISPublic. The following screen will appear:

'L;i:.'.‘}.%: ichgan Uepartment of Education, g ‘ljzy
- remrronz=)

Welcome to the Michigan Education Information System (MEIS)
Lt

Follow the directions on
this page to obtain your
MEIS account or to
update your MEIS
account information.

Login Name: Livsaot my Loeln Name
Password: Liotoot e Passwerd

Log in

Have questions/ concerns abiout MELS security or MELS User Management?
b tact the MEIS. Halo Desk i
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Need Help With Your MEIS Account or Password?

MEIS Account or Password

If you have any problems remembering your MEIS login ID or password for the SID, please visit
https://cepi.state.mi.us/MEIS/login.aspx. If you are still unable to log in, please contact CEPI customer
support at (517) 335-0505, option 3, or via e-mail at CEPI@michigan.gov.

Updating an MEIS Account E-mail address or Phone Number

It is important for the MEIS user information to be current. E-mail messages are sent to all authorized
users of an application. Therefore, it is imperative for all MEIS users to keep their e-mail addresses
current in their MEIS accounts. Because it is sometimes necessary for an individual from the state to
contact an authorized user by telephone, each authorized user's phone number must be kept current as
well. If an update is necessary for an authorized user's e-mail address or phone number, please do the
following:

Update MEIS account at: https://cepi.state.mi.us/MEISPublic/
Click on "Access an Existing MEIS Account.”
Log in as a MEIS User.

Click on "View/Update User Profile."

Click Edit, make changes, then click on "Update."
Click on "Return to the MEIS Main Menu."

Log out of MEIS.

hD OO o

Security agreement

After you have established your MEIS account, the next step is to download the SID Security Agreement
from either the MEIS website at www.michigan.gov/meis, or from the "CEPI Applications” page on the
CEPI website, at www.michigan.gov/cepi. Click on "CEPI Applications,” and then click on "School
Infrastructure Database.” The Security Agreement is located under the heading, Submit SID Data to
CEPI. After you have security access to the SID, you are ready to begin.

Note: A district may have more than one authorized user for the SID; however, each user must have an
MEIS account number and submit a separate SID Security Agreement.

Submit SID Data to CEFPI
. P Click here on the
+ 5lD Security Agreement website to obtain a

Security Agreement.

SID Content Information

For questions regarding SID content, please send a message to e-mail CEPI@michigan.gov or call the
customer support staff at 517-335-0505, option 3.

The SID Data Field Descriptions contains a state of Michigan office contact for fields when appropriate.
Questions pertaining to particular field content should be directed to the office contact.
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For technical assistance questions concerning your data submission, please contact CEPI customer
support at CEPI@michigan.gov or 517-335-0505, select option 3. Please provide your name, district code
and district name, the CEPI application name, your telephone number (including area code and
extension), your e-mail address and your specific questions.

Detailed Information about the SID

Please visit the CEPI website at www.michigan.gov/cepi. Click on "CEPI Applications™, and then click

on "School Infrastructure Database." Refer to the items listed under SID Help.

SID Help and Resources

* EQY 2012 SID FAQs - Revised A
* EOY 2012 SID Short Form Worksheet -
Revised EX1

* EQY 2012 SID Long Form Worksheet -
Revised E

* EOY 2012 SID User's Guide EEE
* Dual Enrollment FAQs =R
* How to Join the SID Listserv
* Browser and System Suggestions

SID Data Field Descriptions

SID Help

A copy of the SID Data Field Descriptions may be obtained from the CEPI website at
www.michigan.gov/cepi. Click on "CEPI Applications,” and then click on "School Infrastructure
Database.” The SID Data Field Descriptions can be found under the heading, SID Data Manual. Be sure
to check the website for any addenda that may be posted throughout the submission period.

SID Data Manual

* EQY 2012 SID Data Field Descriptions X
* EOY 2012 5ID Record Layout - Revised I
* EQY 2012 SID Addendum I3

<
«

Be sure to print copies of each item
listed under SID Data Manual.

SID Online Application

Accessing the SID Online Application

The SID may be accessed through the CEPI website at www.michigan.gov/cepi. Click on "CEPI
Applications,” and then click on "School Infrastructure Database." Click on "SID Application” under the

heading, Submit SID Data to CEPI.

End-of-Year 2012
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Submit SID Data to CEPI

+ SID Security Agreement
« SID Application < Access the SID Application.

Help at Your Fingertips

Help aids are available at your fingertips as you work through the application. Users will find hyperlinks
to current versions of the SID Frequently Asked Questions (FAQs), User's Guide, Data Field Descriptions
and any addenda that have been posted for the current submission.

MEIS Login Screen

After you click on the SID Application link, the following screen will be displayed. Enter your MEIS user
name and password:

FhS, ; 3 ; o 2 3
. G20 JRCEntersorEducationsl Paronmance Ednformation @ Michigan. gou

—

Michigan.gov Home CEPIHome | FAQ | Users Guide | Contact CEPI
SID | Login
School Infrastructure MEIS Login MEISE]
The School Infrastructure Database (SID), operated and maintained by the Center Enter your User Name
for Educational Performance and Information (CEPI), is used by school districts to User Name: >
submit information fo the state of Michigan about school safety practices, . <
incidences of crme and Dual Enroliment. The data collected in the SID are usedto | | © 2="o®: and Password.
produce reports for the U.S. Depariment of Education and the Michigan
Department of Education.
Forgot your username or password?
District superintendents designate authorized users of the SID to submit data.

Authorized users must have a Michigan Education Information System (MEIS)
account and have completed and submitted a signed security agreement for the
SID. Authorized users may request, review and submit building data and view
reports.

The SID Application will be available
for the EOY 2012 data submission
April 1 through July 2, 2012.

For more information, please choose from the following options:
= EQY 2012 SID Data Field Descriptions

- EOY 2012 SID Addendum &=
= EOY 2012 SID User's Guide =&

- EOY 2012 SID FAQs (revised) @ -
« EOY 2012 SID Short Form Worksheet (revised)
- EOY 2012 SID Long Form Worksheet (revised) =

= EQY 2012 SID Record Layout (revised) IS VERIFY S
= SID Security Agreement Form
= Obtaining or Updating a MEIS Account

To enter your password in the login screen:

1. Click in the Login box.

2. Type your User Name.

3. Press the Tab key to go to the Password box or put your cursor in the Password box.
4. Type your password.

5. Click on the Log In button.

If you need more information, or if you have entered your user name and password correctly and access

to the application is denied, please contact CEPI customer support at 517-335-0505, option 3 or via e-mail
at CEPI@michigan.gov.

System Logs Out User

The login is needed to establish your identity and allow access rights to the database information. Please
remember that your session is tracked. Your user name and password are valid as long as you have been
active on the screen within the last 20 minutes. If your connection has been inactive for a period of 20
minutes, your access authorization ends, and you must log in again. Any pending information you have
entered will be lost and must be re-entered when you log in again. Be sure to click on "Save Data for this
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School/Facility" frequently to save your submission. The following screen will appear when you are
logged out of the SID Application because of inactivity for 20 minutes:

- i
5wl 0 r - y
X ' LemerdorEducational Performance Sanformation @ chigar

Michigan.gov Home CEP| Home | Main Menu | EAG | Users Guide | Contact CEPI | Logout

You have been automatically logged out of the system due to inactivity for 20 minutes. This is for security purposes. Please
log in again.

SID Login Page

CEPI Home Page

Help Features

SID users may access resource materials such as the "SID FAQs," "SID User's Guide, or the "Contact
Help Desk™ link on each Web page. Click on the item you wish to view, and it will open in a separate
window without logging you out of the application.

K

ichigan.gov Home

£
LENTETIOTE0UCatonal Ferformance Sglniormaton @ | a1.goL

M

SID | Login

School Infrastructure MEIS Login MEIS=:

The School Infrastructure Database (SID), operated and maintained by the Center -
for Educational Performance and Information (CEPI), is used by school districts o User Name: |
submit information to the state of Michigan about school safety practices,

incidences of crime and Dual Enroliment. The data collected in the SID are used io

produce reports for the U.S. Department of Education and the Michigan
Department of Education.

Password: | .

Forgot your username or password?

District superintendents designate authorized users of the SID to submit data. 3

Authorized users must have a Michigan Education Information System (MEIS)

account and have completed and submitted a signed security agreement for the The i

SID. Authorized users may request, review and submit building data and view for Need hEIp Wlt.h your
reports. password? Click here.

For more information, please choose from the following options:

(" . EOY 2012 SID Data Field Descriptioys :
+ EOY 2012 SID Addendum G For direct access to customer

- EOY 2012 SID User's Guide @ | +—] . . .
- EOY 2012 SID FAQs (revised) Iz support materials, click on a link. - .

- EOY 2012 SID Short Form Workshedt (revised) =2 v* verisign
- EOY 2012 SID Long Form Workshee} (revised) = Treates
- EOY 2012 SID Record Layout (revisgd) IZ= VERIEY »

« SID Security Agreement Form B
\_ * Obtaining or Updating a MEIS Accouft
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SID Welcome Screen/SID Main Menu

The Welcome page in the SID contains general information about the SID data submission. It also
contains a list of the district(s) to which you have access for data submission purposes. A separate
security agreement is required for each district. If you should have access to a district and it is missing
from the list, submit a security agreement for the district in order to gain access. If schools/facilities are
missing from the school/facility list, verify that the Educational Entity Master (EEM) information is up to
date for that district. The Welcome Screen contains a link to the security agreement form.

CEPI Home | Main Menu | FAQ | User's Guide | O

Click here to obtain
security agreement
form.

SID | Main Menu

Welcome to the School Infrastructure Database
The "SID Data Submission” section below indicates the district{s), schoolis),

administrative unit{s) for which you are an authorized user. If you are the authps
: multiple districts, schools, facilities, and administrative units. one district isfisted when yuu
) I""m log in to the SID Application. To access other districts for which you are ajf authorized user,

select the district from the drop-down menu.
If there are districts missing from vour list, please submit a security agreement for the
district.

Data submitted by school il o : o i % E
s i ths Sehosl If schools/facilities are missing from the list for a district. verify that the Educational Entity

S IMaster is up to date for that district. \
include information about [ e ‘
safety practices and incidences My District: e = |—

of crime in public schools and CI |Ck here tO

Dual Enrollment. The SID also Repcrts
e e View the District Submission Summary Repart of all your schaolffacilities in your district for] @CCESS the

Click here to :h”‘”“g“' the current SID data callection. Educational Entlty
access the District  [GEEgat

District Submission Summary Report

Master.

ical

To submit your SID data for all of vour district's schools/facilities via a comma-delimited file,
choose the bulk upload function:

o SID Bulk Submission
To access the submission form for an individual schoolfacility. click on the school/facility

below. Click on the report icon to the left of the schoelfacility name to view a printable
submission summary:

e LCFFIIJ

‘SchoolFacility status |

Data entry complete @ Happy Valley Elementary x~

for the unit
E]| | Happy Valley Middle School ‘ x
e | [5 | Happy Valley High School .y

| i

Note: When all fields on the E] | Happy Valley Alternative High School ‘ ~
submission form have green | @ Happy Valley School District | K

check marks (), the
school/facility name on this
Welcome screen will be
shown with a green check
mark {+ ). When all
schools/facilities listed for
your district have green
check marks, your district's

submission is complete.
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The Red "'x"'(x), the Green Check Mark (~) and the Report Icon B

Each school/facility listed has a red "x" (x) following the name of the school/facility. The red "x" (¥)
indicates that the submission is not complete. After a field has been completed and saved, a green check
mark (+) will appear to the left of the field on the submission screen. After all fields have been submitted
for a school/facility, a green check mark (+) will appear next to the school/facility name on the Welcome
Screen. When all schools/facilities listed for your district have green check marks (+), your district's

submission is complete. To review the data your district has submitted, click on the report icon E to the
left of the school/facility's name.

As a reminder, data must be submitted for each field, even if there were no reportable incidents. Some
fields in the SID require a "Yes" or "No" response. Some fields require a numeric response. If a
school/facility has no reportable incidents, report a value of zero ("0") when a numeric entry is required.
Blank fields will be considered as incomplete, except for the optional fields.

The Red ""X"(x) The red "x" (x) indicates
~ that the field submission is
7< (5) Physical Assaults * not complete.

Indicate the number of incidents of physical assaults between a student and another pe

enforcement. These incidents must have occurred during the past school year on school property or at a school-
sponsored activity.

The green check mark (v)
indicates that the field
submission is complete.

The Green Check Mark (v)

v (5) Physical Assaults *

Indicate the number of incidents of physical assaults between a student and another person(s) that were reported to law
enforcement. These incidents must have occurred during the past school year on school property or at a school-
sponsored activity.

School/facility Submission Complete

The green check mark (v)

2 Donley Elementary Schaal v —] indicates that the school's

B East Lansing High School v submission is complete for

D East Lansing School District Central Adrministrative Office v all the fields in the SID.

D Glencairn School v A .-

QMacDanam Widdle Schaol X «— The red "x" (x) |ndlca_tes_

that the school's submission
\Click on report icon to review is not complete for all fields
data submission. in the SID.

When all the schools/facilities in your district have green check marks (+), your submission is complete.

Optional Fields

The optional fields (4A, 45, 46, 48 and 49) will not display the red X (x). However, if the field
is submitted with a valid value, the field will display a green check mark (+).
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Beginning Your SID Submission

Welcome Screen

Click on the school/facility or administrative unit on the Welcome to the School Infrastructure Database
screen to view the submission screen.

My SchoolsiFacilities

To submit your 510 data far a schaoaolfacility using the online submission farm, click the
schoolfacility name below:

D MEC Adult and Alternative Education X |

3 Pottenille Elementary School Click on the school/facility
B Potterville High School - name to open the

B Potterville Middle School submission screen.

D Potterville Public Schools Central Administrative Office X |

Verification of the Educational Entity Master (EEM)

When a school/facility is selected from the district list, the EEM Verification page will appear. Please
have your EEM authorized user verify that the EEM information is accurate and up to date. The data
entry form will be displayed after you click on one of the three selections, as illustrated below.

During each submission cycle of the SID, each district will be reminded to verify that its information is
accurate and up to date. The EEM authorized user for your district should verify that the information
about your district and schools/facilities is correct prior to each submission. After verification, you may
proceed to submit your data. The following message will appear on the screen the first time the SID
authorized user attempts to access each one of the district's schools/facilities in the SID Application each
submission cycle:

| o 9B * I
. 6.4, 4 Baular jur Bdisaduyil) dapiupuziie s Sl cilug @ Mic! M
it

—_—

Michigan.gov Home CEPI Home | Main Menu | FAQ | User's Guide | Contact CEPI| Logouw

SID | EEM Verfication

Educational Entity Master Verification

Before entering your data into the SID, please verify that your Educational Entity Master (EEM) information is accurate and
up-to-date. The Educational Entity Master is the State of Michigan's database for official building information: school/facility
and district codes, administrator name(s). address. phone number, etc. These data are the central link to all data collected
by the Center for Educational Performance and Information (CEPI). If the data maintained in the Educational Entity Master
are not accurate and up-to-date, you may have difficulty submitting other data to the State.

Step 1:

To verify your Educational Entity Master records, please point your browser to http:/fwww.michigan.gov/eem and locate the
information for your district and/or school/facility.

Step 2:

If any of the information requires updating, please log in to Educational Entity Master as an authorized user and make any
necessary changes. If you are not an authonzed user for your district and/or schoolfacility, please contact one of the
following people (or contact the CEP| Customer Support Team if these people cannot be located):

EEM Authorized User Email Phone District

User1d .train1£@_miguv [ 555-1225 [ Grand Rapids Public Schools After the aUthorized user
—— for the district has
Once verification of your Educational Entity Master information is completed. you may now continue entering yol Completed the EEM
infrastructure data via the SID application. Veriﬁcation C”Ck on
Continue to the SID < "Contlnue té) the SI D"
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If you have verified that all of your EEM data are correct for all schools/facilities in your district, you
may check the box at the bottom of the screen that says, "Arrangements have been made to have my EEM
data updated." After doing so, you will not see the EEM Verification page again for the district.

Administrative Unit - Sharing Space

If an administrative unit shares physical space with another school/facility, the district user may report the
administrative unit in this manner and only report one set of data for the combined shared space. When
the user clicks on the administrative unit, the following screen will appear. If the district's administrative
office does share space with another school/facility, click on the button shown. The administrative unit
will then be marked with a green check mark as complete.

| Fra N . - - . r o . - =
7‘( k"l LETTLET A DT i ucatonal e ETiOnnance colmionmaton @ [IChigd
Michigan.gow Home CEFRl Home | Main hMenu | ELG | Lser's Guide | Contact CEPI | Logout

Happy Yalley Public Schools (00000) H H
Cperating ISCYESA Eaton IS0 (220 CIICk here If the .
Cperating District Happy Yalley Public Schools (230903 admlnIStratlve unit ShareS

Ifthia central administrative office shares phivasical space with another bLilcing in wolr st 1 i
Wil pot be required bo enter S10 data for this buiicding. Ifthis office does not share physical phySICaI Space Wlth anOther

continue entering SI0 data for this buiicing. school/faCI I Itv |n the dIStrICt

administrative office share=s =pace

The following screen will appear when you click on the "administrative office shares space" button:

| o whBs Ty ,
y. 6. 4. ¢ | GEMETS 0TI ucanonadif-erionmance sanmormaton

tichican. ooy Home CZEPI Home | Main Menu | FAG | User's Guide | Contact CEPI | Locout

e Mo errors were found

Your central administrative office has been successfully marked as sharing space with another physical building within your
district.

Return to the SID Main Menu

Michigan qoy Home | CEPI Home | Main Menu | EAG | User's Guide | Contact CEPI| Locaut
State Wueb Stes | Accessibility Policy | Privacy Policy | Link Policy | Security Policy
Copyright & 2008 State of Michigan
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The following screen will appear the next time the user clicks on the administrative unit:

i

CEPl Home | Main Menu | EAS | User's Guide | Cortact CEP| | Logout

Michigan gov Home

Happy Valley Public Schoe¢ls (Q0000)
Operating ISDIESA Eaton 150 {23
Operating District Happy Yalley Public Schools (230900

This central administrative office has been marked as shaning phisical space with another buicing in oy district.
Becauwse of this, vou go not submit any S10 data for this unit, IFthis it has been marked incorrectly, please click the
button below to continue to enter 510 data for this unit.

administrative office does not share space

Shared Space Marked in Error

If the district user marks the administrative unit as sharing space in error, he or she should simply click
the "administrative office does not share space” button. The administrative unit will now be marked with
ared "x" and the district will be required to submit data for the administrative unit.

N

| e ASs T : o i &
XX LEMErdorEnitational Eeriormance Sl mormatr - '
Click here to unselect the
Michigan.goy Home CEPl Hotme | hdain hig

shared space option for
the administrative unit.

Jon Form

Happy Valley Public Schools (00000)

Operating ISDIESA Eaton IS0 {23
Operating District Happy Yalley Public Schools (230900

This central administrative office has been marked as shaning physical space with andggber budicding In oy district.
Because of this, yow oo not subrmit any S10 data for this unit, iFthis unit has been marked incorrectly, please click the
button below to continue to enter 510 data for this unit.

administrative office does not share space
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""Logout" Before a School/Facility Submission is Complete

Before you exit a field, be sure to click "Save Data for this School/Facility" at the bottom of the
submission screen before you click on "Logout,"” so that all data entered will be saved. If you need to end
the submission session, simply click on the word "Logout™ at the top or bottom of the submission screen.

4 'I? . - -
X | LEMETSOTEauCatondl F erformancecdnionmaton

Michigan oy Home

Click on "Logout" located at the top or bottom of the
Click here to save data submission. screen to end session.

Save Data for this SchooliFacility

This will save your current progress. You may return at g later date to complete the submission.

Michigan.goy Home | CEP| Home | kain Menu | FAS | Uset's Guide | Contact CEPI! Logout ’
State Weh Sies | Accessibilty Policy | Privacy Policy | Link Policy | Security Pol

Copyright @ 2008 State of Michigan

Submission Screen

When you click a school/facility or the administrative unit name, the online submission screen will
appear. All fields appear on one screen. District users may complete the submission one field at a time, if
desired. However, be sure to save your data before you exit the SID Application each time.

T ul rt
X ‘%‘( SEMErAoEaacatuonal Eeriormance salnmormatc y Yinan |
LENTETG DT ucauonal k eriormance culimormaton Michigan. Jot
— =
Michigan.gov Home

CEFIHome | Main Menu | FAQ | Users Guide | Contact CEPI | Logout

SID | Data Submission Form

Happy Valley High School (XXXXX)

Cperating ISDIESA Eaton 15D (23) * = Required Field
Operating District Happy Valley Public Schools (000CX) Printable Form

(4) School Disciplinary Problems (Student Bullying) (Optional)

Indicate the number of incidents of student bullying that have occurred on school property or at a school-sponsored
activity over the past school year.

7< (7) legal Possessior” |

Indicate the number of incidents that involved the illegal use, possession or sale of a controlled substance (MCL 333.7106
[2,3]), prescription drug or narcotic (MCL 333.7107) on =chool property during the past year.
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Submit to Database

District users may submit data to the database after the completion of each field, if desired. As indicated
previously, the "Save Data for this School/Facility" button appears at the bottom of the submission
screen. If a valid value is submitted, the field will be saved when the "Save Data for this School/Facility"
button is clicked. If an invalid value is reported, an error message will appear (see sample on the next

page).

Click the "Save Data for this School/Facility"

/ bar to submit your data.

Save Data fDrtﬁgSchDDIIFacilih;

This will save your caevent progress, You may return at a later date to complete the sybimission.

The following screen will appear if the submission is completed for the field:

| o/ iy r . ?
. k’[ Lentergorbdacational Eeriormance Soinformation

Michigan.qoy Home CEPI Home | Main Menu | EAS | User's Guide | Contact CEPI | Logout
SID | Data 5.

Errors

= Mo errors were found

Data for this schoolfacility has been successfully saved!
Feturn to the SID Main Menu

After you have saved the field submission, you may click on "Return to the SID Main Menu" to obtain
access to a school/facility for further submission.

Error Message for Incomplete Data Submission

If the data submitted is invalid for a field, the following message will appear when the user clicks on the
"Save Data for this School/Facility" button. Click on "Return to the Submission form to correct the
errors,” so that the field submission can be completed. All data that were submitted will still appear on
the submission screen. After the data entry is completed, click on the "Save Data for this School/facility"
bar again to submit the data to the database.

SID | Data Submission Form

Errors

= [Field 7] The value submitted for llegal Possession could not be recognized as a number.

Retum to the Submission form to correct the errors 4=y CliCK here to return to
the submission screen

to correct your errors.
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Section One: Crime & Safety

Field 1: Reserved Field

Field 2: Reserved Field

(4) School Disciplinary Problems (Student Bullying) (Optional)

Indicate the number of incidents of student bullying that have occurred on school property or at a school-sponsored
activity over the past school year.

Definition: District users are to report the number of incidents of student bullying that have occurred on
school property or at a school-sponsored activity during the past school year.

Position

1 — 4 Student bullying (NNNN)

Bullying is conduct that meets all of the following criteria:

e Directed at one or more pupils;

e Substantially interferes with educational opportunities, benefits or programs of one or more
pupils;

o Adversely affects the ability of a pupil to participate in or benefit from the school district's
educational programs or activities by placing the pupil in reasonable fear of physical harm or by
causing emotional distress and,

e |s based on a pupil's actual or perceived distinguishing characteristic (see below), or is based on
an association with another person who has or is perceived to have any of these characteristics.

Harassment or bullying is any gesture or written, verbal, graphic, or physical act (including
electronically transmitted acts - i.e., Internet, cell phone, personal digital assistant [pda], or wireless hand
held device) that is reasonably perceived as being motivated either by any actual or perceived
characteristic, such as race, color, religion, ancestry, national origin, gender, sexual orientation, gender
identity and expression; or a mental, physical, or sensory disability or impairment; or by any other
distinguishing characteristic. Such behavior is considered harassment or bullying, whether it takes place
on or off school property, at any school-sponsored function, or in a school vehicle.

. T Enter number of
Field 4B: School Disciplinary Problems - Truancy inciden'tjs in the box ~—

/< (4) School Disciplinary Problems (Truancy) * located on the riaht.

Indicate the number of students who were truant during the past scholl ved . & Shaeit & conene ey ngant when he or
she has accumulated ten or mare full days of unexcused absences in a schoaol year.
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Definition: District users are to report the number of students who were truant during the past school
year. A student is considered truant when he or she has accumulated 10 or more full days of unexcused
absences in a school year. A student should be counted as truant only once in a given school year after he
or she has accumulated 10 or more full days of unexcused absences. An unexcused absence is defined by
local school board policy.
Position
1 -4 Truancy (NNNN)

Field 5: Physical Assaults

The Comprehensive School Health and Safety Programs Unit of the Michigan Department of Education
has clarified the definition in Field 5: Physical Assaults to include only those incidents reported to law
enforcement.

Definition: Indicate the number of incidents of physical assaults between a student and another person(s)
that were reported to law enforcement officials or that resulted in suspension or expulsion. These
incidents must have occurred over the past school year on school property or at a school-sponsored
activity.

A physical assault means intentionally causing or attempting to cause physical harm to another through
force or violence as defined in Section 380.1310(3)(b) and 380.1311a (12)(b) of the Michigan Compiled
Laws (MCL).

Note: If the student was in possession of a weapon, the incident should be reported in Field 15: Weapons
on School Property.

Enter number of incidents

in the box located on the \

7< (5) Physical Assaults * right.

Indicate the number of incidents of physi person(s) that were reported to law
enforcement. These incidents must have occurred during the past school year on school property or at a school-
sponsored activity.

NOTE: If aschool/facility has no reportable incidents, report a value of zero (*'0"") when a
numeric entry is required.

Fields 6 Through 28 (Field 29 Is a Reserved Field)

Enter the number of incidents in each field as illustrated in Field 5 above. Remember, each field must be
completed for your district. If the school/facility has no reportable incidents, report zero. Be sure to use
the "0" key and not a capital letter "O™ when reporting your data.

Be sure to save your submission. You must click on the "Save Data for this School/Facility" button found
at the end of the submission screen.

Save Data far this SchoolfFacility

This Wil save yolr cirrent pragress. Yoo may reb({at 3 fater date to compliete the snbmission.

Click here to submit vour data.
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Section Two: Dual Enrollment
This section of the SID requires data submission for dual enrollment.

Fields 34 Through 42

Each field in this section is numeric. If there are no reportable data for a field, report zero ("0"). Blank
fields will be considered incomplete, and will remain marked with red "X's." The following illustrates the
format for these fields:

DUAL ENROLLMENT

/< (34) Tuition and Fees *
Record the amount of tuition and fees paid for by the district for eligible and participating students. An "eligible student” is
a student enrolled in at least one high =chool class in grades 11 or 12 and is alzo enrolled in a postzecondary institution
during the district's regular academic year.

x (35) 11th-Grade Eligible *
Record the number of 11th-grade students eligible to participate. An "eligible student” is a student enrolled in at least one
high school class in at least grade 11 who has completed all the sections of the 11th-grade Michigan Merit Examination
(MME), the ACT PLAN, or the PSAT.

x (38) 11th-Grade Participants *
Record the number of participating 11th-grade students for whom tuition and fees were paid. An "eligible student” is a
student enrolled in at least one high school class in at least grade 11 who is also enrolled in a postsecondary institution
during the district's regular academic year.

x (37) 12th-Grade Eligible *
Record the number of 12th-grade students eligible to participate. An "eligible student” is a student enrolled in at least one
high school class in at least grade 12 who has completed all the sections of the 11th-grade Michigan Merit Examination
(MME), the ACT PLAN, or the PSAT.

x (38) 12th-Grade Participants *
Record the number of participating 12th-grade students for whom tuition and fees were paid. An "eligible student” is a
student enrolled in at least one high =chool class in at least grade 12 who iz also enrolled in a postsecondary institution
during the district's regular academic year.

(29) Postsecondary Courses Paid *
Record the total number of postsecondary courses paid for in compliance with State School Aid Section 21b(1).

(40) Postsecondary Courses - Postsecondary Credit *

Record the total number of postsecondary courses paid for in compliance with State School Aid Section 21b(1) that were
granted postsecondary credit.

7< (41) Postsecondary Courses - High School Credit *
Record the total number of postsecondary courses paid for in compliance with State School Aid Section 21b(1) that were
granted high =choaol credit.

/< (42) Courses Not Completed *

Record the total number of postsecondary courses paid for in compliance with State School Aid Section 21b(1) that
students did not complete.

After the dual enrollment data are entered, click on the box "Save Data for this School/Facility" to submit
the data to the database.

Save Data for this SchoolfFacility
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Section Three: Students Who Are Victims of Violent
Criminal Offenses

Field 43: Reserved Field

Field 44: Students Who Are Victims of Violent Criminal Offenses

Definition: Indicate the number of students who have been victims of violent criminal offenses on school
property or at a school-sponsored activity over the past school year. A student shall be considered to be a
victim of a violent criminal offense when the student or his or her parent or legal guardian has made an
official written complaint to law enforcement officials and to school officials of the student's school
district residence that the student has been the victim of a violent criminal offense that occurred at school.

The written complaint to school officials and law enforcement officials is sufficient. The complaint need
not be investigated by a law enforcement agency to be counted. (The student or his or her parent or legal
guardian should provide school officials with the date the alleged incident occurred and the law
enforcement agency's complaint or incident number.)

As used in the Statewide Safe School Choice Policy, "violent criminal offense” means an act that
constitutes criminal sexual conduct as defined by MCL 750.520b, 750.520c, 750.520d, 750.520e or
750.520g, or other serious assault constituting a felony violation of MCL 750.81 to 750.90g, or that
constitutes an assault and infliction of serious or aggravated injury under MCL750.81a.

"At school" means in a classroom, elsewhere on school premises, on a school bus or other school-related
vehicle, or at a school-sponsored activity or event whether or not it is held on school premises.

In the event an act or transaction has multiple complainants (victims), the act should be counted only
once. In the event that a student is the complainant of multiple acts that are not part of the same
transaction, each act must be counted.

ADDITIONAL DATA REQUIREMENTS

f( (44) Students Who Are Victims of Viclent Criminal Offenses *

Indicate the number of students who have been victims of violent criminal offenses on school property or at schoaol-
sponsored activities during the past school year.
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Section Four: Computers Used for Student Instruction

The reporting of the following fields is optional for the EOY SID submission. Please refer the EOY 2012
SID Data Field Descriptions and EOY 2012 SID Addendum for complete information regarding these
fields.

Field 45: Instructional Computers With High-Speed Internet Access in the School/Facility

CoMPUTERS USED FOR STUDENT INSTRUCTION

(45) Instructional Computers with High-Speed (broadband) Internet Access (Optional)

Indicate the number of instructional computers with high-speed Internet access (greater than 56K located within the
school/facility that are available to students.

(48) Instructional Computers with Dial-Up (narrowband) Internet Access (Optional)

Indicate the number of instructional computers with dial-up Internet access (56K or less) located within the school/facility
that are available to students.

(48) Other Instructional Devices with High Speed Internet Access (Optional)

Indicate the unduplicated number of other instructional devices or equipment such as Internet mobile devices, portable
media players, interactive tablets, interactive whiteboards, netbooks, e-book tools, and all other devices that can connect
to the Internet via high speed connectivity (broadband or wireless).

(49) Other Instructional Devices with Narrowband/Dial-up Internet Access (Optional)

Indicate the unduplicated number of other instructional devices or equipment such as Internet mobile devices, portable
media players, interactive tablets, interactive whiteboards, nethooks, e-book tools, and all ather devices that can connect
to the Internet via narrowband/dial-up connectivity.
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Section Five: Reports — School/Facility and District Level

The SID Application has two types of reports available for district use: School/Facility and District
Submission Summary. The school/facility reports provide a summary of the data submitted by the district
user for each school/facility in the district. The District Submission Summary Report provides a district
summary of data submitted for all of a district's schools/facilities. The district-level report includes
summary data for fields 4A through 47. Each district user is encouraged to print copies of all of the
available reports when the district's submission is completed.

School/Facility Reports

At any time during the SID submission, a summary report is available that provides documentation of
your submission. Click on the = icon next to the school/facility name on the Welcome Screen to view the
summary report for that school/facility. Print a copy of this report for your records. Each
school/facility in your district has a separate report.

School Facility status | Click on the report icon
B Happy valley Elementary School * | next to the school/facility
B | Hapoy valley High School X to obtain a summary
& | Happy valley Midde School v report.
@ Happy Yalley Public Schools X

The following illustrates a portion the school/facility report. The summary report includes each field
reported, followed by the data submitted for that field. Each field is populated in this report after the
completion of the field data.

School/Facility Submission Summary

Happy Valley Middle School (C0CX) EQY 2012
Field 44- School Disciplinary Problems (Student Bullying)
Field 4B: School Disciplinary Problems (Truancy)

Field 5: Physical Assaults

Field 7: llegal Possession

Field 8: Trespaseers or Intruders

Field 9. Vandalism

Field 10: Cost of Property Damage 1
Field 12- Criminal Sexual Conduct

Field 13 Hostage

Field 15 Weapons on School Property

Field 16: Homicide

Field 17: Drive-by Shooting

Field 13 Bomb Threat

Field 19: Explosion

Field 20: Arson

Field 21: Rokbery or Extorting

Field 22- Unauthorized Removal of Student

Field 23: Threat/4ftempt of Suicide

Figld 24: Suicide

Field 25: Larceny (Theft)

Field 26 lllegal Drug Use or Cverdose

Field 27 Minor in Possession of Aleoholic Liquor

Field 34- Tuition and Fees

Field 35: 11th Grade Eligibls

Field 36: 11th Grade Participants.

Field 37: 12th Grade Eligible

Field 38: 12th Grade Participants.

Field 39: Postsecondary Courses Paid

Field 40- Postsecondary Courses-Posisecondary Credit
Field 41- Postsecondary Courses-High School Credit
Field 42: Courses Not Completed

Field 44: Students Who are Victims of Violent Criminal Offenses

=1
00 0000000000000 000000000BNE0 00

o

Field 45: Instructional Computers with High-Speed (broadiand) Internet Access 25
Field 46: Instructional Computers with Dial-Up (narrowoand) Intemet Access 25
Field 4&: Other Instructional Devices with High Speed Intemnet Access a5
Field 49 Other Instructional Devices with Narrowband/Dial-up Internet Access a5
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District Submission Summary Report

At any time during the submission, a district user may review a district summary report of all the data
submitted for all schools/facilities within the district. Access to the report is available on the SID Main
Menu. Click on the link as illustrated below to open the report:

| 3 *hS] o
e d e ety |y T g AL g Ui TR
x x F'””"rl'r"[""””””"'.“I.'J.r.f’f”"‘lf""‘:..:1!”"”2’"”
Michican.goy Home CEPI Home | Main Menu | FAG | User's Guide | Contact CEPI | Logout

SID | &

Welcome to the School Infrastructure Database

The "SI0 Data Submission” section below indicates the district(s), school(s), and
administrative unit(s) for which you are an authorized user. If you are the authorized user for
multiple districts, schools, facilities, and administrative units, one district is listed when you
log in to the SID Application. To access other districts for which you are an authorized user,
select the district from the drop-down menu.

If there are districts missing from your list, please submit a security agreement for the
district.

If schoolsfacilities are missing from the list for a district, verify that the School Code Master

’ is up to date for that district.
Data submitted by school ?

districts via the School .
Infrastructure Database (SID) Current District: | Happy Valley Public Schools v|

include information about
safety practices and incidences SetfChange District: =
of crime in public schools and :

Dual Enrollment. The 5ID also Repor‘ts
has the capability to include

Yiew the District Submission Summary Report of all your schoolfacilities in your district for

i_:i"r;";:?:“::wf::d’“m“ the current SID data collection. Click here to access
( ' s i F P
counechiviEy dstance learning, e District Submission Summary Report < the I’eport
etc. ) structure (physical i
Report sample:

District Submission SummaryReport |

Happy Valley Public Schools (XXXXX) EOQY 2012

Field Total

Field 4A School Disciplinary Problems (Student Bullying) o

Field 486 School Disciplinary Problems (Truancy) 123

Field 5 Physical Assaults 13

Field 7 llegal Possession 1

Field 8 Trespassers or Intruders 1

Field & Vandalism 3

Fizld 10 Cost of Property Damage 11

Field 12 Criminal Sexual Conduct

Field 13 Hostage

Field 15 Weapons on School Property

Field 16 Homicide

Figld 17 Drive-by Shooting

Field 18 Bomb Threat

Fizld 19 Explosion

Field 20 Arson

Field 21 Rekbery or Extorting

Field 22 Unauthorized Removal of Student

Field 23 Threat/Attempt of Suicide

Figld 24 Suicide

Field 25 Larceny (Theft)

Fizld 26 lllegal Drug Use or Cverdose

Field 27 Minor in Possession of Aleoholic Liguor

Field 34 Tuition and Fees

Field 35 11th Grade Eligibie

Field 36 11th Grade Participants

Field 37 12th Grade Eligibie

Field 38 12th Grade Participants

Fizld 39 Postsecondary Courses Paid

Field 40 Po "y Courses-F y Credit

Field 41 Postzecondary Courzes-High School Credit

Field 42 Courses Mot Completed

Field 44 Students Who are Victims of Violent Criminal Offenses

Figld 43 Instructional Computers with High-Speed (broadband) Infernet Access
Field 48 Instructional Computers with Dial-Up (narrowband) Intemnet Access
Fizld 49 Other Instructional Devices with High Speed Intemet Access

T
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To print a copy of the report, click on the printer icon at the top of the page:

a“. = By 1=

District Submission Summary Report

Melvindale-Morth Allen Park Schools [E2045)
Fmia Total

Section Six: Bulk Upload

Districts have two choices for data submission:
1. Online Application
2. Bulk Upload Application

Districts may either submit data online by school/facility or via the bulk upload process. If a district
submits the SID data via the online application, it is not necessary to submit a bulk upload file. The bulk
upload application allows a district to upload all schools/facilities within the district in one file. Districts
may submit multiple files throughout the submission (April 1 through June 30).

Bulk Submission/Update SID Data

For instructions on the creation of a SID upload file, refer to the EOY 2012 SID Data Field Descriptions
and the 2012 SID Record Layout at www.michigan.gov/cepi. Click on "CEPI Application" and then click
on the "School Infrastructure Database.” The documents are located under the heading SID Data Manual.

The link to the Bulk Upload Application is located on the SID Main Menu as illustrated below:

Welcome to the School Infrastructure Database

The "SID Data Submission" section below indicates the district{s), school(s), and
administrative unit(s) for which you are an authorized user. If you are the authorized user for
multiple districts, schools, facilities, and administrative units, one district is listed when you
log in to the SID Application. To access other districts for which you are an authorized user,
select the district from the drop-down menu.

If there are districts missing from your list, please submit a security agreement far the
district.

If schoolsfacilities are missing from the list for a district, verify that the School Code Master

. is up to date for that district.
Data submitted by school

districts via the School L. .
Infrastructure Database (SID) Current District: | Happy “alley Public Schools |+

include information about

safety practices and incidences SetiChange District: I:I
of crime in public schools and

Dual Enrollment. The SID also Repons

has the capability to include
information about technology
(hardware, networks,
connectivity, distance learning,
etc. ) structure (physical
construction, capacity and use SID Data Submission

elements). To subrmit your SID data for all of your district's schoolsfacilities via a
e Choose the bulk upload function:

e s EIb Bulk Submiesion - Click here to access the
B View the summary To access the submission form for an individual schoolfacility, click o bulk Submission screen.

report for the unit below. Click on the report icon to the left of the schoolfacility name tg
subrission summary:

“iew the District Subrmission Summary Report of all your schoolfacilities in your district for
the current SID data collection

e District Submission Summary Report
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The following screen will appear when you click on the "SID Bulk Submission" link:

Michigan.gov Home CEPIHome | Main Menu | FAQ | User's Guide | Contact CEPI| Logout
SID | SID File Upload
Instructions SID Bulk Upload

SID data will be submitted to CEPI . - " "
using a comma-delimated (CSV) file Use this form to upload a SID data file to CEPI After clicking the "Upload File” button

format. Please note the following please wait while your file is processed
ftems pertaining to the layout of the CIle here to
file: Filde A B and C must b Enter the path and file name to upload: I t fl .
- Ielas A, B, ang L must be — '
zubmitted as defined in the SID oca‘ e your | e In
Data Field Descriptions. Our Com uter
& Each figld must be separated Important! You must include a complete file path when selecting your file y p ’
by a comma. CEPI recommends that you use the "Browse” option to locate your file
& The reserved figlds must be
separated by a comma and If you enter the file path manually. a correct. complete file path may look like
should not contain any data the follov-xing example
& Completed lines should end
with the valug of the last field, Gy Documents\iySid.csv

by a carriage

feed character pair. Upload SID File

» Field 3 should be submitted as
a character string with no
separating characters

between values.

& ForField 4, a comma must CIiCk here to
separate each sub-figid. R

= A comma will always be U p I Oad your fl Ie .
treated az a field separator,

=0 be sure that field values do
not contain any comma
characters.

The bulk submission file must be formatted as described in the EOY 2012 SID Record Layout and the
EQY 2012 SID Data Field Descriptions. When the file is ready to be uploaded to CEPI, the district user
may do so through the SID Application Bulk Upload link as illustrated above. All files submitted as a
bulk upload must end with .csv. Files submitted with any other extension will be rejected. When
submitting a file, be sure to enter your complete e-mail address and the path and file name to upload. Use

Unload 510 File
the Browse button to locate your file on your computer. Click on . After submitting

your file, please wait while your file is processed.

Bulk Submission File Upload Results

After the file has been submitted via the SID Bulk Upload Application, a File Upload Results report will
appear on your screen. If the report does not contain any error messages, all records in the file were
processed correctly. If errors are found in the upload file, correct the errors in your file and upload the file
again. A sample of error messages is shown here:

T i

1 £ 'fﬁ . - - " - ., - -

y. 6. 9.4 GEmErgorducational Eerionmance cdniormation @ 1l =|M
- =

Michigan ooy Home CEFI Home | SID Home | SID F&40s | SID User Guids | Contact Help Desk | Logout

5i0| File Upload Results

06587
[Field B] The value submitted for SchoolfF acility Mumber is not a valid schoolifacility number for yvour district
[Field A] Date of Countis missing

Return to SI0 Building List

Be sure to verify that all schools/facilities have been properly reported and that each school/facility has a
green check mark on the SID Main Menu. Print or save a copy of the reports for each individual
school/facility and your district summary report for your records. See Section 4: Reports, for further
information.
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Data Quality Initiative

Prior to the beginning of each submission cycle for the SID, an analysis will be completed of the previous
submission's data to help ensure the accuracy of data submitted by districts. E-mail messages will be sent
to districts when possible anomalies are discovered. Examples of the areas reported to districts are:

1. Questionable Number of Occurrences of a Type of Incident
Physical Assaults
e 485 Elementary School
e 618 Middle School
e 720 High School
Bullying
e 4234 Middle School
e 3362 Career Technical Center
e 1037 Rural High School
2. Vandalism and Cost of Property Damage
e 200 Incidents; $200
e 2 Incidents; $850,000
e 1 Incident; $140,000
3. Dual Enrollment
e Elementary schools with eligible 11th and 12th grade students and participants

During the EOQY 2012 data submission, CEPI will analyze the data submitted by districts and inform
districts when possible anomalies occur. You are encouraged to finish your submission early so that your
district can take advantage of this service. The snapshot of the data will be taken during the first week of
June. The data quality initiative will help ensure that accurate data is reflected in all state and federal
reports for your respective districts.

Using the Reports to Improve Your Data Quality

Review the district and school/facility-level reports to ensure the accuracy of the data reported. Review
the reports by asking these types of questions:

1. Are the numbers of incidents reported in the fields reflective of each school/facility for your
district?

2. Does your district offer services for expelled and suspended students?

3. Are the dual enrollment counts accurate for the 11th and 12th grade eligible and participating
students?

Take the time to review your school/facility reports so that your district's data accurately reflects the
number of incidents occurring with each school/facility.
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